Writing School Announcements

1. Start with a friendly greeting and state who you are. 
Use a positive tone and acknowledge the audience. 

2. Name the activity and include essential details and instructions.
Be sure to include:
· Name and purpose of the activity/event you’re there to talk about. 
· Who can participate.
· Where and when it will happen. 
· What they’ll do to participate. 
3. Close with excitement and encouragement. 
End with a positive, motivating thought.


Example announcement: 
“Good morning, students and staff! I am Christine, president of Fishers Middle School Builders Club. We’re excited to continue celebrating Builders Club Week today. Today’s theme is Kudos to the Helpers. We created a Gratitude Wall in the lunchroom and our members added people they are thanking who supported our club. You’re invited to participate! During lunch periods today, our members will hand out Post-It note pads and markers. Write a message about who you’re grateful for on the Post-It note during your lunch period. Place your note on the wall of gratitude. We hope to see you there!”

